County Name

CLERK EXIT CHECKLIST

This checklist is to be completed by the outgoing clerk during his/her last week in office. The purpose is to ensure that all property
belonging to the State of North Carolina is properly accounted for and documented.

ITEM DESCRIPTION
(Any items not listed may be
added in the space provided)

RESPONSIBLE PARTY

(person item was left with)

N/A
(place an Xin this column for items
the clerk was not issued)

Safe combination or key

Safe deposit box key

Office door key(s)

ID badge

Cell phone

Business cards

Telephone calling card

American Express credit card

Pager

Laptop computer

Desktop computer

Printer

Evidence area combination or key

Current safe deposit box inventory

Signature Of Clerk Of Superior Court

Date

INSTRUCTIONS:

1. Enter the county name in the space provided.

2. Print a copy of the form on office letterhead and give to the outgoing clerk for completion.
3. Have the outgoing clerk sign and date the completed form.
4. Provide a copy of the signed and dated form to the outgoing clerk for their records.

5. Place the original in the bookkeepers file.

NOTE: If not already in place, Bookkeeping should set up a file to retain all documents associated with the change of clerk.
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